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WELCOME TO MAEFAIRS!
▪ Use your username and password – if you are new to the district or your position you will need 
to request access

▪ Use the School Finance Access Request Form:

http://opi.mt.gov/Portals/182/Page%20Files/School%20Finance/Accounting/About%20School%2
0Finance/Access%20Forms/School%20Finance%20Access%20Request%20Form.pdf?ver=201
9-02-06-091326-933

Debbie Casey:  dcasey@mt.gov or (406) 444-3096

http://opi.mt.gov/Portals/182/Page Files/School Finance/Accounting/About School Finance/Access Forms/School Finance Access Request Form.pdf?ver=2019-02-06-091326-933
mailto:dcasey@mt.gov


MAEFAIRS BASICS

▪ If you have not logged in to MAEFAIRS in the past 90 days, you will need to follow the prompt:



MAEFAIRS BASICS
▪ If you have forgotten your password, click “Forgot password?” and follow the prompts:



MAEFAIRS BASICS
▪ If you need to update your password, go to Administration, Change Password:



MAEFAIRS NAVIGATION – DATA ENTRY

▪ Compensation Expenditures – Can be started when the TFS and Budget is open for entry, 
but must be completed by the December 10 deadline

▪ Student Count for ANB – Completed in October and February – drives district budget

▪ State Paid Tuition – Submit claims for the prior year after MAEFAIRS opens, but not later 
than 12/31 following the year of attendance

▪ Trustee Financial Summary (TFS) – Submitted to OPI no later than September 15th (when 
budgets are due to the OPI)

▪ Budget – Submitted to the OPI no later than September 15th (when budgets are due to the 
OPI) 



MAEFAIRS NAVIGATION – REPORTS

▪ Reports – all print as PDF reports 

▪ May be used for verification of data 

▪ Variety of reports available and listed 
by type of report

▪ Only have access to the user 
approved districts



MAEFAIRS NAVIGATION – VIEWS

▪ Views all print as Excel 
Reports

▪ Good to use for comparing 
data to other systems 

▪ Variety of views available and 
also categorized by type

▪ Only have access to the user 
approved districts



MAEFAIRS NAVIGATION – INSTRUCTIONS

▪ PDF instructions (found on website http://opi.mt.gov/Administrators/Payments-to-School-
Co-ops) for:

➢ TFS – Under Accounting 

➢ Budget – Under Budget

➢ Compensation Expenditure – Under Accounting 

➢ Student Count for ANB – Under Student Count ANB

http://opi.mt.gov/Administrators/Payments-to-School-Co-ops


TRUSTEES’ FINANCIAL SUMMARY (TFS)

Navigation

▪ Option 1:  

▪ Data Entry

▪ Complete the Steps listed 
in order



TRUSTEES’ FINANCIAL SUMMARY (TFS)

Navigation

▪ Option 2:  Start with Step 1 in data entry screen

▪ Use Screen Toggles to go between steps 

Note: not all steps can be reached with a toggle



▪ Step 1: Pre-Filled Data Verification 
– page 1 based on payments to the 
district in the reporting fiscal year

▪ Verify these state paid revenues 
match the districts financial reporting 
system 

▪ Direct state aid does not include 
prior period adjustments; the district 
must code them as prior year 
adjustments

TRUSTEES’ FINANCIAL SUMMARY (TFS)

Is this correct?



▪ Step 1 (cont): Pre-Filled Data Verification – page 2 budget limit estimations for next fiscal year 
based on ANB and general fund budgets.

TRUSTEES’ FINANCIAL SUMMARY (TFS)



TRUSTEES’ FINANCIAL SUMMARY (TFS)
▪ Step 2: Budget Amendments/Transfers – confirm amendments and/or transfers entered by 
the OPI

Look at notes on 

screens – these are 

the contacts



TRUSTEES’ FINANCIAL SUMMARY (TFS)
▪ Step 3: Software – verify software and make changes if necessary.  If you have a vendor not 
listed, contact the OPI.



TRUSTEES’ FINANCIAL SUMMARY (TFS)
▪ Step 4: Project Reporter Codes – two options

1. Enter PRC’s for the current fiscal year; or

2. Copy PRC’s from the prior year

User must save!



TRUSTEES’ FINANCIAL SUMMARY (TFS)
▪ Step 4 (cont): PRC Report



TRUSTEES’ FINANCIAL SUMMARY (TFS)
▪ Step 5: Balance Sheet – Fund balance as of 6/30 of the fiscal year:



TRUSTEES’ FINANCIAL SUMMARY (TFS)
▪ Step 5 (cont): Balance Sheet Report



TRUSTEES’ FINANCIAL SUMMARY (TFS)
▪ Step 6: Revenues

➢ Includes prefilled state 
entitlements; and

➢ District reported revenues



TRUSTEES’ FINANCIAL SUMMARY (TFS)
▪ Step 6 (cont): Can manually enter or upload revenues

➢ Templates available on the School Finance Webpage:

http://opi.mt.gov/Leadership/Finance-Grants/School-Finance/School-Finance-Accounting

➢ Upload in *.csv format

➢ Errors reported on screen – can upload multiple times, but re-uploading deletes prior 
uploads (in revenues screens only) and/or manually entered data 

http://opi.mt.gov/Leadership/Finance-Grants/School-Finance/School-Finance-Accounting


TRUSTEES’ FINANCIAL SUMMARY (TFS)
▪ Step 6 (cont): Revenues Report



TRUSTEES’ FINANCIAL SUMMARY (TFS)
▪ Step 7: Expenditures

➢ May enter manually or upload

➢Select LE and SC (where applicable)

➢ Must enter Program Code, Function Code, Object Code and Amount.  PRC is required for 
Fund 15.

➢ If a school is selected the user will only see expenditures for that selected school code.  If 
no school is selected the user will see expenditures for all schools (and district-wide). 



TRUSTEES’ FINANCIAL SUMMARY (TFS)
▪ Step 7 (cont): Expenditures



TRUSTEES’ FINANCIAL SUMMARY (TFS)
▪ Step 7 (cont): Expenditures Upload

➢ Templates available on the School Finance Webpage:

http://opi.mt.gov/Leadership/Finance-Grants/School-Finance/School-Finance-Accounting

➢ Upload in *.csv format

➢ Districts will now have two options:

1. Upload by fund – one file per fund (select fund before uploading file)

2. Upload all funds in one file (leave fund field blank)

** If the district uploads a file by fund, uploading another file with fund 
un-selected will overwrite the first upload.  If the district uploads all funds, 
then re-uploads a selected fund, the other funds will not be over-written.

http://opi.mt.gov/Leadership/Finance-Grants/School-Finance/School-Finance-Accounting


TRUSTEES’ FINANCIAL SUMMARY (TFS)
▪ Step 7 (cont): Expenditures –

▪ ESSA Per-Pupil Requirements

➢ Districts with multiple schools, each having a separate address, must report 
expenditures by school where possible.

➢ TFS will validate that districts meeting this requirement have at least one 
expenditure coded to a school.

➢ ESSA guidance document:

http://opi.mt.gov/Administrators/Payments-to-School-Co-ops

http://opi.mt.gov/Administrators/Payments-to-School-Co-ops


TRUSTEES’ FINANCIAL SUMMARY (TFS)
▪ Step 7 (cont): Expenditures Report



TRUSTEES’ FINANCIAL SUMMARY (TFS)
▪ Step 7 (cont): Expenditures by School Code Report – Reports/TFS/Expenditures 
by School Code

Note: Only expenditures are entered by SC, 
not revenues



TRUSTEES’ FINANCIAL SUMMARY (TFS)
▪ Step 8: Detail Expenditures

➢ All funds reporting for certain function and object codes required for Federal and ESSA 
reporting.  

➢ Includes the following: Certified teacher salaries, energy utility services, land, land 
improvements, purchase of existing buildings, major construction, new and replacement 
equipment, tuition to other districts (both in and out of state), detention facility payments, 
technology related expenditures, textbooks and periodicals.

➢ This is key for valid reporting by the OPI. If the district has these expenditures, report!

➢ This is not available for upload. 



TRUSTEES’ FINANCIAL SUMMARY (TFS)
▪ Step 8(cont): Detail Expenditures Report



TRUSTEES’ FINANCIAL SUMMARY (TFS)
▪ Step 9: LE Per Pupil Ex Reporting - Additional

➢ Added for districts to record expenditures from the Miscellaneous Programs Fund 
(15) and the Interlocal Agreement Fund (82) made on behalf of another district or 
entity.  

➢ This applies to all districts who report expenditures in fund 15 or fund 82 that are 
reported for another district. For example, Title I funds are run entirely from EL 
district but include the HS district expenditures. 

➢ Amounts entered in this step will be subtracted from the district’s expenditures for 
the purposes of calculating the ESSA per pupil expenditure amount.

➢ Data may be manually entered or uploaded.



TRUSTEES’ FINANCIAL SUMMARY (TFS)
▪ Step 9 (cont): LE Per Pupil Ex Reporting – Additional Screen 



TRUSTEES’ FINANCIAL SUMMARY (TFS)
▪ Step 9 (cont): LE Per Pupil Ex Reporting - Additional – Screen Toggles

Screen toggles have been added to Step 9: LE Per Pupil Ex Reporting – Additional 

and Step 7: Expenditures to facilitate navigation between screens without having to 

select the steps from the Data Entry menu.



TRUSTEES’ FINANCIAL SUMMARY (TFS)
▪ Step 9 (cont): LE Per Pupil Ex Reporting - Additional – Validations

➢ Corrective Validation:  Step 9: LE Per Pupil Ex Reporting - Additional expenditure 
strings must match expenditure strings from Step 7: Expenditures

➢ Corrective Validation:  Step 9: LE Per Pupil Ex Reporting – Additional expenditure 
string amounts cannot exceed amount reported in Step 7: Expenditures



TRUSTEES’ FINANCIAL SUMMARY (TFS)
▪ Step 10: Fixed Assets – Assets 

➢ Select the Activity Type 

➢ Select Add a New Asset Record and enter by Asset Description, with Adjustments, Additions 
and Removals



TRUSTEES’ FINANCIAL SUMMARY (TFS)
▪ Step 10 (cont): Fixed Assets – Depreciation 

➢ Enter Depreciation by Function



TRUSTEES’ FINANCIAL SUMMARY (TFS)
▪ Step 10 (cont): Fixed Asset Report 



TRUSTEES’ FINANCIAL SUMMARY (TFS)
▪ Step 11: Long Term Liabilities – Liability Record

➢ Select the Activity Type 

➢ Select Add a New Asset Liability Record and enter by activity

➢ For Adjustments, Additions, Payments, and Reductions Select box to make adjustments



TRUSTEES’ FINANCIAL SUMMARY (TFS)
▪ Step 11 (cont): Long Term Liabilities – Net Pension Liability Record

➢ Select the Activity Type

➢ If previous year was entered, select button to include additions or reductions (previous page)

➢ If none previously reported, Select Add a New Net Pension Liability Record and enter by 
activity, with Additions and Reductions 



TRUSTEES’ FINANCIAL SUMMARY (TFS)
▪ Step 11 (cont): Print Long Term Liabilities 
Report

➢ Bond activities print on the Long Term 
Liabilities Report 

✓Print the report if you have an active debt 
service fund. 

✓No data entry for bonds is completed on 
this screen



TRUSTEES’ FINANCIAL SUMMARY (TFS)
▪ Step 12: Review Special Education Reversion 

➢ Link to Special Education Reversion TFS report

➢ Calculates reversion based on a calculation of Program Code 280 expenditures to state paid 
special education revenues (01-3115)

A number here indicates the district 

had insufficient 280 expenditures and 

owes the state this amount 

Are the expenditures that could be 

coded as 280?



TRUSTEES’ FINANCIAL SUMMARY (TFS)

▪ Step 13: SPED Excess Cost 
Calculator

➢ Calculates the amount a district 
must spend on a student with 
disabilities before using Part B 
Funds

➢ Questions about this report? 
Contact Frank Podobnik:

fpodobnik@mt.gov or (406) 444-4428

mailto:fpodobnik@mt.gov


TRUSTEES’ FINANCIAL SUMMARY (TFS)
▪ Step 14: Certification of Facilities Condition Inventory Report

➢ Districts must select one of the three options for updating the Facilities Condition Inventory 
report as required in 20-9-525, MCA.  

➢ Even if a district did not permissively levy in FY 2019, one of the three options must be 
selected before the TFS may be submitted.



TRUSTEES’ FINANCIAL SUMMARY (TFS)
▪ Step 15: TFS Validation

➢ Select a validation and district. 

1. All:  Both Corrective and Red Warning/Warning below

2. Corrective:  Must be fixed before the district is allowed to submit

3. Red Warning/Warning:  Alert the user to possible errors (may submit with warning errors)

o Users are responsible for understanding all warning validations – call if you do not 
understand why they are warning validations

➢ Same report as the print validation report buttons on the screens



TRUSTEES’ FINANCIAL SUMMARY (TFS)

▪ Step 16: Submit TFS –Only Special Education Cooperatives can submit the TFS on 
this screen

➢ Districts submit on the Budget screen, after completion of both the budget and TFS

➢ All Districts/Coops must fix all corrective validations

➢ Users are responsible for understanding all warning validations – call if you do not 
understand why there are warning validations

➢ Call if you do not understand the validation! We can only help if you ask!



NEXT UP - BUDGET
▪ The TFS report is complete – Finish first

➢ The TFS report drives key factors in the budget

✓Fund balances

✓Excess revenues allowed in the budget

✓Interest earnings

▪ Now you may move to the budget:  Data Entry – Budget 



BUDGET

▪ Navigation: Menu and Steps



BUDGET
▪ Step 1: Taxable Valuation

➢ Click Add New Taxable Value

➢ If in a multi-county district, select County, enter Taxable Value, and enter ANB for that county 
(repeat for additional county(counties))



BUDGET
▪ Step 2: Taxing Jurisdiction (Debt Service Only)

➢ Enter only if the district has an active Debt Service Fund

➢ Select Add New Taxing Jurisdiction Allocation and select the Taxing Jurisdiction

✓ Enter Taxing jurisdiction taxable values per county DOR assessor

✓Fund Balance for Jurisdiction – Must match balance sheet fund balance amounts

✓TIF Fund Balance for Jurisdiction if applicable otherwise must enter 0



BUDGET
▪ Step 3: Bus Depreciation (Buses/Communication System) – Existing Assets

➢ Select the bus/communication system and enter the annual depreciation amount up to the 
limit

✓Not required to levy for every, or any, bus each year, or the maximum amount

✓Allowed up to 150% of the original value, no time constraint unless asset disposed of



BUDGET
▪ Step 3 (cont): Bus Depreciation (Buses/Communication System) – New Assets

➢ Click Go to Asset Setup Page and select Add a New Asset.  

✓Enter Fiscal Year of Purchase, Initial value of asset, Identifying Description, and VIN.  

✓Check the box if this is a communication or safety device.  

➢ Click Return to Asset Depreciation Page to enter the annual depreciation for the new asset.



BUDGET
▪ Step 3 (cont): Bus Depreciation (Buses/Communication System) – Dispose of Assets

➢ Click Go to Asset Setup Page and select the asset to be disposed  

➢ Check the box Asset has been sold or disposed of and click Save



BUDGET
▪ Step 4: Building Reserves (Voted) Levy – Existing Levy

➢ Select Go to Building Reserves Levy Page and enter the up to the Maximum Levy Amount for 
each levy.

➢ This year only – districts will be required to designate the levy type of existing levies (see slide 
55)

Note: Districts do not have to levy the maximum amount; however, the authority to levy the 
difference cannot levied in future years or after the term of the levy



BUDGET
▪ Step 4 (cont): Building Reserve (Voted) Levy –
New Levy

➢ Select Go to Building Reserves Setup Page 
and select an Add A New Building Reserve.  
Enter Election Date, Levy Type, Years Authorized 
and Authorized Amount.

*Note:  

✓For 612 Voted Building Reserve Levy and 614 
Voted Transition Levy, the Authorized Amount is 
the total amount of the levy over the term.  

✓For 611 Voted Safety Levy, the Authorized 
Amount is the annual approved amount.  If the 
611 Voted Safety Levy is perpetual, enter “0” in 
the Years Authorized field.



BUDGET
▪ Step 4 (cont): Building Reserve (Elections)

➢ Before entering the annual levy amount, districts must identify each active levy by subfund
on the Building Reserves Setup Page (this applies to new and existing (this year only) levies:

✓ 611: Voted Safety Levy; or

✓ 612: Voted Building Reserve Levy; or

✓ 614: Voted Transition Levy



BUDGET

▪ Step 4 (cont): Building 
Reserves History Report

➢ A summary of building reserve 
levies and the levied amounts by 
fiscal year  



BUDGET
▪ Step 5: Debt Service (SIDs)

➢ Establishes a levy for SID or a RID in debt service

➢ Select Add a New SID (including RID Road Improvement District).  Select SID Type (EL or 
HS), Tax Jurisdiction, set up by OPI, and Amount.

➢ Districts would be aware of any RID/SID from county treasurer in the form of a bill

✓What is a SID? Special Improvement Districts (SIDs) serve two primary functions. 

✓The first is the creation of some form of infrastructure, such as sewer lines or roads. 

✓The second is for the maintenance of some facility or service the City provides, such as 
street lighting



BUDGET
▪ Step 6: Debt Service (Bonds)

➢ The OPI enters data for bonds using bond schedules provided by the districts, 

➢ Districts do not enter data in the bond setup pages except:

✓The district can enter the agent fee amounts (in bond documents set for term of the bond)

✓Verify the paid to date amount is correct

➢ Select the Bond and click Save to confirm the data.



BUDGET

▪ Step 6 (cont): Debt 
Service (Bonds)

➢ Schedule report

✓Each bond has a 
separate page(s)

✓Report has historical 
information as well



BUDGET
▪ Step 7: Technology Election Levy – Existing

➢ Select the levy and enter the Levy Amount, up to the Maximum Levy Amount



BUDGET
▪ Step 7 (cont): Technology Election Levy – New

➢ Click Go to Technology Election Setup Page.  

➢ Enter Election Date, Authorized Annual Amount and Years Authorized per the ballot.  

➢ Return to Technology Election Levy Page and enter the Levy Amount.



BUDGET
▪ Step 7 (cont): Technology Election Levy – Informational 

➢ Levies approved after 7/1/2013 are limited to a duration of 10 years

➢ Levies approved before 7/1/2013 may be durational or perpetual

✓ If the district passes a new levy, the old levy is limited to no more than 10 years 
(or is expired)



BUDGET
▪ Step 8: Budget – Overview

➢ Each fund has its own set of on screen links – some link to other parts of the 
Budget.  

➢ Each fund has specific Fund Instructions and a link to the Validation and Budget 
Reports.



BUDGET
▪ Step 8: Budget – General Fund (Budget 
Limits)

Shows the limits for the district.  The 
budget cannot exceed the Highest Budget.  

All Non-Levy revenues must be entered 
before a budget is adopted, as it may 
affect the highest budget amount

Click Add a New Budget Record to enter 
the Adopted Budget.



BUDGET
▪ Step 8: Budget –
General Fund (Reserves)

➢ The maximum General 
Fund Operating Reserve 
is 10% of the ensuing 
year’s adopted budget or 
$10,000, whichever is 
greater 

➢ Click Add a New Budget 
Record to enter an 
Operating Reserve



BUDGET
▪ Step 8: Budget – General Fund 
(Revenues)

➢ Revenues paid by the state are 
calculated and automatically 
included.  

➢ The district should estimate any 
non-levy revenues.

➢ This step must be completed 
before the adopted budget is 
entered as revenues can change 
the highest budget amounts!



BUDGET
▪ Step 8: Budget – General 
Fund (Summary)

➢ The Summary shows the 
budget information entered



BUDGET
▪ Step 8: Budget – Transportation Fund

The Transportation Fund is made up of three budget components:

➢ On-Schedule (paid half by the state and half by the county) – bus routes and individual 
contracts 

✓Districts must adopt an on-schedule budget that includes both the county and state portion 
of the claims (individual contracts and bus routes plus contingency)

✓The OPI has a sheet to assist districts with calculating the On-Schedule budget 

➢ Contingency – On-schedule contingency of up of 10%

➢ Over-Schedule (financed by a permissive district tax levy) – all other costs of operating a 
home to school transportation program

➢The adopted budget will include the On-Schedule amount, plus the allowed Contingency, 
plus the Over-Schedule amount. 



BUDGET
▪ Step 8: Budget – Transportation Fund

➢ Budget & Reserves - Click Add a New Budget Record and enter Adopted Budget

➢ Add a new record to adopt an Operating Reserve which cannot exceed 20% of the adopted 
budget or the available fund balance from balance sheet whichever is greater.



BUDGET
▪ Step 8: Budget – Transportation Fund 

➢ The sum of estimated individual contract reimbursements plus the sum of 
estimated bus route reimbursements.  The contingency is limited to 10% or $100, 
whichever is more.  The Over-Schedule is calculated as the difference between the 
On-Schedule and Contingency and the Adopted Budget.



BUDGET
▪ Step 8: Budget – Transportation Fund (Revenues)

➢ On-Schedule Revenues are divided between the state and county  

➢ The Over-Schedule is calculated as a district tax levy  

➢ Any non-levy revenues entered will reduce the Over-Schedule levy



BUDGET

▪ Step 8: Budget – Transportation Fund (Summary)

➢ The summary shows the Adopted Budget, District Tax Levy and District Mill Levy



BUDGET
▪ Step 8: Budget – Bus Depreciation Fund 

➢ Before entering budget information, the district will have to choose how to use non-levy 
revenue in this fund.



BUDGET
▪ Step 8: Budget – Bus Depreciation Fund (Budget & Reserves)

➢ The Adopted Budget is calculated from information entered in Step 3: Bus Depreciation 
(Buses/Communication Systems) plus the fund balance from the balance sheet

➢ The district may set aside an operating reserve up to the fund balance of the budget; however, 
the reserve will be set aside as cash and not adopt a budget for the fund balance



BUDGET
▪ Step 8: Budget – Bus Depreciation Fund (Revenues)

➢ Enter Non-Levy Revenues, if applicable



BUDGET
▪ Step 8: Budget – Bus Depreciation Fund (Summary)

➢ The summary shows the Adopted Budget, District Tax Levy and District Mill Levies



BUDGET
▪ Step 8: Budget – Tuition Fund (Budget)

➢ Click Add a New Budget Record to enter the Adopted Budget

➢ To calculate the allowed adopted budget, use the FY 2020 In District Special Education 
Permissive Levy Calculator on the OPI School Finance webpage



BUDGET
▪ Step 8: Budget – Tuition Fund (Revenues)

➢ Enter Non-Levy Revenues, if applicable (will reduce the District Tax Levy)



BUDGET
▪ Step 8: Budget – Tuition Fund (Summary)

➢ Shows the Adopted Budget, District Tax Levy and District Mill Levies

➢ The adopted budget will first reduce the levy amount with the unreserved fund balance then 
levy the remainder of the total



BUDGET
▪ Step 8: Budget – Retirement Fund (Budget & Reserves)

➢ Select Add a New Budget Record and enter the Adopted Budget

➢ The maximum operating reserve is either 20% of the adopted budget or an amount not to 
exceed the fund balance from the balance sheet

➢ Adopted budget should be approved by the County Superintendent of Schools (usually in 
the form of an approved worksheet completed by the district)



BUDGET
▪ Step 8: Budget – Retirement Fund (Revenues)

➢ Enter Non-Levy Revenues, if applicable



BUDGET
▪ Step 8: Budget – Retirement Fund (Summary)

➢ Shows the Adopted Budget  

➢ District Tax Levy and District Mill Levies are not shown, as Retirement is a countywide levy



BUDGET
▪ Step 8: Budget – Adult Education Fund (Budget & Reserves)

➢ Select Add a New Budget Record and enter the Adopted Budget.  

➢ Operating Reserve is limited to 35% of the Adopted Budget, or the available fund balance 
from the balance sheet



BUDGET
▪ Step 8: Budget – Adult Education Fund (Revenues)

➢ Enter Non-Levy Revenues, if applicable

➢I f a district collects fees for courses and needs to have budget authority to spend the fees, 
the district must add the estimated fees in this screen in order to adopt the higher budget



BUDGET
▪ Step 8: Budget – Adult Education Fund (Summary)

➢ Shows the Adopted Budget, District Tax Levy and District Mill Levies

➢Verify the Adopted Budget – It may include the fund balance reappropriated, fees collected, 
and the intended amount to levy



BUDGET
▪ Step 8: Budget – Non-Operating Fund (Budget & Reserves)

➢ Only used by non-operating districts to pay the cost of running the district during 
non-operating status, including administration, tuition, and transportation  

➢ Select Add A New Budget Record and enter an Adopted Budget



BUDGET
▪ Step 8: Budget – Non-Operating Fund (On-Schedule)

➢ Only a non-operating district uses the Non-Operating Fund as the district’s only financial 
account (except for Miscellaneous Programs or Debt Service)

➢ On-Schedule and Contingency costs are included here:



BUDGET
▪ Step 8: Budget – Non-Operating Fund (Revenues)

➢ Enter Non-Levy Revenues, if applicable



BUDGET
▪ Step 8: Budget – Non-Operating Fund (Summary)

➢ Shows the Adopted Budget, District Tax Levy and District Mill Levies



BUDGET
▪ Step 8: Budget – Technology Fund (Use Non-Levy Revenue)

➢ Before entering budget information, the district will have to choose how to use non-
levy revenue in this fund:



BUDGET
▪ Step 8: Budget – Technology Fund (Budget & Reserves)

➢ The Adopted Budget is calculated from information entered in Step 7: Technology Election 
Levy plus any fund balance from the balance sheet



BUDGET
▪ Step 8: Budget – Technology Fund (Revenues)

➢ The State Technology Aid is calculated.  

➢ Select Add a New Budget Record to enter Non-Levy Revenues, if applicable.



BUDGET
▪ Step 8: Budget – Technology Fund (Summary)

➢ Shows the Adopted Budget, District Tax Levy, and District Mill Levies



BUDGET
▪ Step 8: Budget – Flexibility Fund (Budget & Reserves)

➢ The Adopted Budget is calculated from the PY fund balance in the balance sheet and/or 
limited non-levy revenues in the current year  

➢ There is currently no state appropriation for the Flexibility Fund



BUDGET
▪ Step 8: Budget – Flexibility Fund (Revenues)

➢ Select Add a New Budget Record to enter Non-Levy Revenues, if applicable.



BUDGET

▪ Step 8: Budget – Flexibility Fund (Summary)

➢ Shows the Adopted Budget, other revenues and district mill levies



BUDGET
▪ Step 8: Budget – Flexibility Fund – Future Focus

➢ Districts applying for funds for Transformational Learning (HB 351 – 2019) will not 
be able to include this in their 2020 MAEFAIRS budget.  Once the district has an 
approved application, they will need to submit a budget amendment to the OPI.

✓ Beginning in budget year 2021 the district may permissively levy up to 100% of 
their award; and

✓ Beginning in budget year 2020 the district may transfer funds from any budgeted or 
nonbudgeted fund, other than debt service or retirement, to be expended solely for 
the purposes of implementing the district’s approved transformational learning plan.



BUDGET
▪ Step 8: Budget – Debt Service Fund (Budget & Reserves)

➢ The Adopted Budget is calculated based on the bond information entered in Step 2 –
Taxing Jurisdiction, Step 5 – Debt Service (SIDs) and Step 6 – Debt Service (Bonds)

➢ Enter an operating reserve if a payment is due between July 1 and November 30 (July 1 
payments should be included in the prior year budget)



BUDGET
▪ Step 8: Budget – Debt Service Fund (Revenues)

➢ Enter non-levy revenues, if applicable  



BUDGET
▪ Step 8: Budget – Debt Service Fund (Summary)

➢ Shows the Adopted Budget, other revenues and district mill levies



BUDGET
▪ Step 8: Budget – Building Reserve Fund (Use Non-Levy Revenue)

➢Before entering budget information, the district will have to choose how to use non-levy 
revenue in this fund

Note: The option selected will apply to all voted levies



BUDGET
▪ Step 8: Budget – Building Reserve Fund (Voted Revenues)

➢ Select Add a New Budget Record to enter Non-Levy Revenues, if applicable.



BUDGET

▪ Step 8: Budget – Building Reserve Fund (Permissive Revenues)

➢ The district may permissively levy up to $15,000 per district ($30,000 for a K-12 district) 
plus the product of $100 multiplied by the district’s budgeted ANB for the prior fiscal year.  

✓ The permissive levy may not exceed 10 mills (20 for a K-12 district)

✓ The district should use the FY 2020 General Fund Budget Spreadsheet to estimate the 
amount of State Major Maintenance Aid to include in the budget.  

✓ Non-levy revenues cannot be used in the permissive fund unless the district has levied 
the full 10.00 or 20.00 (K-12) mills



BUDGET
▪ Step 8: Budget – Building Reserve Fund (Permissive Revenues)

➢ Select Add a New Budget Record and enter the Building Reserve Permissive Levy amount

➢ State Major Maintenance Aid will calculate based on the levy amount and the maximum 
amount of aid the district is eligible to receive.



BUDGET
▪ Step 8: Budget – Building Reserve Fund (Summary)

➢hows the Adopted Budget, Voted Levy amount, Permissive Levy Amount, total 
District Tax Levy, State aid, and both voted and permissive District Mill Levies



BUDGET

▪ Step 8: Budget – Building Reserve Fund (Budget Report)

➢ Revenue 3283: State Major Maintenance Aid (SMMA) is included in the Estimated 
Funding Sources section

➢ The Voted Reserve Authorities summary includes the Levy Type



BUDGET
▪ Step 9: Validation

➢ Select a validation and district. 

1. All:  Both Corrective and Red Warning/Warning below

2. Corrective:  Must be fixed before the district is allowed to submit

3. Red Warning/Warning:  Alert the user to possible errors (may submit with 
warning errors)

➢ Same report as the on-screen validation reports



SUBMISSION OF TFS AND BUDGET
▪ Step 10: Submission

➢ Once both the TFS and Budget are complete, and all validations have been 
reviewed and/or corrected, the district may submit.  Select the district and click 
Submit.



BUDGET AND TFS TIMELINES
➢ Between July 1 and August 10 the clerk publishes a notice in a local or county 
newspaper stating the date, time and place that trustees will meet to consider and 
adopt the final budget of the district

➢ By July 20th – the county treasurer provides bond, endowment fund and cash 
balances to schools, including cash balances for county school funds supported by 
countywide levies

➢ 1st Monday in August – Department of Revenue delivers taxable valuation 
information to the county superintendent



BUDGET AND TFS TIMELINES

➢ Not later than August 15th – trustees report annual financial activities of each fund 
maintained by the district to the county superintendent

➢ Not later than August 15th – annual fiscal reports for joint school districts must be 
submitted to the county superintendent of each county in which part of the joint 
district is situated

➢ On or before August 20th – trustees meet to consider the budget

➢ Not later than August 25th – trustees adopt final budget

➢ Within 3 days of approval the trustees deliver the adopted budget to the county 
superintendent



BUDGET AND TFS TIMELINES
➢ By the later of the 1st Tuesday in September or within 30 calendar days after 
receiving certified taxable values – the county superintendent reports to the county 
commissioners on final adopted school budgets

➢ By the later of the 1st Thursday after the first Tuesday in September or within 30 
calendar days after receiving certified taxable values – the county commissioners fix 
tax levies



SCHOOL FINANCE STAFF
Debbie Casey, Computer Support Specialist, dcasey@mt.gov or 444-3096 - *Assistance with access to MAEFAIRS, Pupil 

Transportation, County, access problems, general questions 

Dan Moody, Auditor, Dan.Moody@mt.gov or 444-0701 *Assistance with audit responses and assistance 

Donell Rosenthal, Director of Pupil Transportation, drosenthal@mt.gov or 444-3024 *Assistance with pupil transportation questions, 

questions or problems with transportation and bus depreciation funds 

Kathleen Wanner, Financial Specialist, kwanner@mt.gov or 444-9852 *Assistance with GTB, debt service, FP 6, FP 10a, questions or 

problems with debt service, building reserve, and retirement 

Keri Ludwig, Financial Specialist, Keri.Ludwig@mt.gov or 444-0783 *Assistance with TFS and budget, questions or problems with 

general fund 

Nica Merala, Financial Specialist, nmerala@mt.gov or 444-4401 *Assistance with structure changes, budget amendments, enrollment, 

and FP 9, questions or problems with non-op, flex, or adult education funds 

Nicole Thuotte, Financial Specialist, nthuotte@mt.gov or 444-4524 *Assistance with elections, Impact Aid, tuition agreements, 

questions or problems with technology or tuition fund 

Paul Taylor, Budget Analyst, ptaylor2@mt.gov or 444-1257 *Assistance with data requests, CSCT, and general fund questions 

Rehanna Olson, Financial Specialist, rolson2@mt.gov or 444-1960 *Assistance with TFS and budget, questions or problems with 

general fund 

Kara Flath, Administrator, Kara.Flath@mt.gov or 444-3249 *Assistance with all topics 

mailto:dcasey@mt.gov
mailto:Dan.Moody@mt.gov
mailto:drosenthal@mt.gov
mailto:kwanner@mt.gov
mailto:Keri.Ludwig@mt.gov
mailto:nmerala@mt.gov
mailto:nthuotte@mt.gov
mailto:ptaylor2@mt.gov
mailto:rolson2@mt.gov?subject=Website Contact Us 
mailto:ksperle2@mt.gov


WEBINAR SURVEY
This survey is intended to gauge the effectiveness of the OPI School Finance division 

monthly webinar series. Please feel free to add your contact information (optional) if 

you wish to be contacted about a comment or question you have regarding the 

webinar or webinar series. This survey is intended for the OPI School Finance 

division internal use only. 

Please click the link below to complete the survey: 

http://opi.mt.gov/Leadership/Finance-Grants/School-Finance/School-Finance-Webinar-Effectiveness-Survey

http://opi.mt.gov/Leadership/Finance-Grants/School-Finance/School-Finance-Webinar-Effectiveness-Survey


QUESTIONS?

ALWAYS CALL IF YOU ARE UNSURE!


